//Cardinal Project Accounting Job Aid
d 501 PA353: Manually Process a Federal Bill File

Manually Process a Federal Bill File Overview

There may be a need to manually process a federal bill for the Federal Highway Administration (FHWA)
or determine if a bill, or billing adjustment, contains errors before submitting to FHWA.

This job aid describes the steps needed to manually process the file to:

° Submit a bill to FHWA after the Billing Worksheet has been marked as Approve Later
° Submit a test run of a Temporary Bill
o Submit a test run of a Billing Adjustment

Billing Worksheet: To create the FHWA Extract file for submission after the billing worksheet has been
marked as Approve Later, the following jobs must be run in Cardinal:

. Process Worksheet Approval
. Finalize and Print Invoice
. Create Federal Highway File

Temporary Bill (Test Run): To create the FHWA Extract file for submission to FHWA to determine if
errors exist in the file that should be corrected prior to final submission, the following job should be run in
Cardinal: Create Federal Highway File.

Billing Adjustment (Test Run): To create the FHWA Extract file for submission to FHWA to determine if
errors exist on a billing adjustment prior to finalizing the invoice, the following job should be run in
Cardinal: Create Federal Highway File.
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Process Worksheet Approval
1. Accessthe Process Worksheet Approval page using the following path:

Main Menu > Billing > Manage Billing Worksheet > Process Worksheet Approval

Process Worksheet Approval

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a Mew Value

Search Criteria

Search by:  Run Control 1D begins with |

[l case Sensitive
Lirnit the number of results to (up to 300): | 300

! Search Ihdvanced Search

Search Resulis

View All  First ‘4" 101 ‘B Last
Run Control ID Language Code
| Test | Engiish

Favorites « Main Menu » Biling~ > Manage Billing Worksheet ~ > Process Worksheet Approval

2. Click the Search button to display any existing run controls. If you do not have a run control, click

the Add a New Value tab to create one.

3.  Click the appropriate Run Control ID hyperlink.
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Favorites | Main Menu «

Process Worksheet Approval

Run Control ID Test

Approval Option

Group Billing Worksheets

Worksheet Selection Criteria

Repaort Manager

Select to group billing worksheets to append to existing bills that match bill-by criteria, or to create a new bill if a
matching bill does not exist. If an existing bill was specified in the online update, that bill will be used regardless

of your selection hers.

Process Monitar

> Billing= > MWManage Billing Worksheet» > Process Worksheet Approval

*Business Un]Q
Bill To Customer From| |4 Through| |Q
Accounting Date From| |E Through| &
Invoice Date From| & Through| &
Billing Type From| ]Q Through| &
Bill Source From I:l Q Through |:|Q
Contract Type From| aQ Through| |Q
Contract From | L Through | [
Project From|  ]Q Through| ]Q
Billing Specialist From| ]Q Through| |a
| Billing Workshest From TMPOD1233 =Y Through TMPOD1233 [E1]
Letter of Credit From Q Through Q
LOC Doc 1D From | @ Thrwgh[  a
Pretax Invoice Amt From | | Through |
Added Within Days [ ]
Date Added From| g Through|  |H
User1 From I:l Through |:|

|[f]save ||[ah Return to Search ||[=] Notify | [E Acd_|[F Updateiisplay

4.  The Process Worksheet Approval run control page displays.
5. Business Unit: 50100

6. Billing Worksheet From/Billing Worksheet Through: Enter the Temporary Bill number that you
want to process in both fields.

7. Click the Run button.
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e L D S eSS A U N S NS I A E D N E SO B e W
Process Scheduler Request %
Help
User ID DENETTA.COLES Run Control ID Test
Bl
Server Name Run Date [02/23/2017 MIE
Recurrence Run Time [11:21:484M | Reset to Current Date/Time
Time Zone e}
Process List
Select Description Process Name Process Type *Type *Format Distribution
[l Billing Worksheet Batch Update BI_WRKSHTURD Application Engine  |Web v| |TJ(T ~ | Distribution

| ok || cance

it
8. The Process Scheduler Request pop-up window displays.
9.  Click the OK button.
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Favorites - | Main Menu +

Run Control ID Test

Approval Option

Group Billing Worksheets

Worksheet Selection Criteria

> Billing= > Manage Billing Worksheet » > Process Worksheet Approval

Process Worksheet Approval

*Business Unit (50100 |Q

Report Manager I Process Monitorl

I Process Instance:4239149|

Select to group billing worksheets to append ta existing bills that match bill-by criteria, or to create a new bill if 2
matching bill does not exist. If an existing bill was specified in the online update, that bill will be used regardless
of your selection here.

Bill To Customer From Q Through Q,
Accounting Date From & Through E
Invoice Date From E] Through [5)
Billing Type From Q Through Q.
Bill Source From Q Through Q
Contract Type From (&} Through Q,
Contract From Q Through Q.
Project From QL Through Q.
Billing Specialist From Q Through Q
Billing Worksheet From |TMPO01233 Q Through |TMPO01233 Q
Letter of Credit From &} Through o}
LOC Doc ID From Q, Through [}
Pretax Invoice Amt From Through
Added Within Days
Date Added From I Through [5)
User1 From Through
|[§]save ||[ath Return to Search || [=] Notify |E Add || E U
10. The Process Worksheet Approval run control page and a Process Instance number displays.
11. Note the Process Instance number.
12. Click the Process Monitor link.
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Favorites - Main Menu -

. Process List -

View Process Request For

> Billing~ > Manage Billing Worksheet~ > Process Workshest Approval

> Process Monitor

Process List

Select Instance Seq. Process Type Process Name User

4239149 Application Engine

User ID[DENETTA.COL|Q, | Type | | [Last v 1| [Days ~
Server ~ Name Q Instance to
Runstatusl  “]  Distribution Status Save On Refresh

BI_WRKSHTUPD DENETTA.COLES 02/22/2017 11:21:46AM EST

Personalize | Find | View Al | B B First ‘4 b Last

10f1

Distribution
Status

Run Date/Time Run Status Details

ISuccess I IF’ustedI IDetaiIsI

13. The Process List page displays.
14. User ID: Verify your Cardinal Login ID displays in the field. If not, enter your Cardinal Login ID.
15. Click the Refresh button until the Run Status updates to Success and the Distribution Status
updates to Posted.
16. Click the Details hyperlink on the line that contains your Process Instance.
Process Detall %
Help
Process
Instance 4239149 Type Application Engine
Name BI_WRKSHTURD Description Billing Worksheet Batch Update
Run Status Success Distribution Status Posted
Run Update Process
Run Control ID Test Hold Request
Location Server Queue Request
Server PSUNXZ Cancel Request
Delete Request
Recurrence Re-send Content Restart Request
DatelTime Actions
Request Created On 02/23/2017 11:26:33AM EST Paramaters Transfer
Run Anytime After 02/23/2017 11:21:46AM EST View Locks
Began Process At 02/23/2017 11:26:36AM EST Batch Timings
Ended Process At 02/23/2017 11:27:07AM EST Yiew Log/Trace
| ok || cancel |
I
17. The Process Detail pop-up window displays.
18. Click the Message Log link.
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4 Message Log b
Help
)
Process
[f Instance: 4239149 Type: Application Engine
Name: BI_WRKSHTUPD Description: Billing Worksheet Batch Updats

Personalize | Find | View All | 2| ) First ‘4 111 0f11 '}’ Last

Severity Log Time Message Text Explain
d 10 11:26:44AM Billing Worksheet Approval Process staried. Explain

10 11:26:45AM FProcessing state 010: Bl records locked. | Explain |

10 11:26:51AM Frocessing state 050; Invoice Numbers Assigned. | Explain |
d 10 11:27:05AM Frocessing state 100; Bl records updated. | Explain |

10 11:2T:05AM  |New Bill Headers Created: 1 | Explain |

10 11227:06AM Existing bills added to: O | Explain |
g 10 11:27:06AM Mew Bill Lings Created: 318 | Explain |
i 10 T1:27:06AM Transactions in Error: 0 | Explain |
il 10 1127:06AM Billing worksheets partially processed: 0 | Explain |
| oo istedpesone i Dbetie et et o |
i 11-27-D8AM rSeL;:ccfsﬁtsusr;u”y posted generated files to the report | Explain |
| [ Retum | v

i
19. The Message Log pop-up window displays.

20. Verify that the process created one (1) New Bill Headers Created and there were zero (0)
Transactions in Error.
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Verify the Bill

21.

Project Accounting Job Aid

501 PA353: Manually Process a Federal Bill File

Access the Bill Entry page using the following path:

Main Menu > Billing > Maintain Bills > Standard Billing

Favorites = ‘

Bill Entry

Main Menu « >

Enter any information you have and click Search. Leave fields blank for a list of all values.

Biling »

Maintain Bills » > Standard Billing

I Find an Existing Value I Add a New Value

[Jcase sensitive

w Search Criteria

Business Unit{ = s

Invoice]begins with s ||FED

50100

Bill Status

= b |

|Readvt0 Invoice

Customer| bagins with
Contract| bagins with s
Bills in Business Unit[= |

Template Invoice Flag|=

v

Limit the number of results to (up to 300):

Search Results

|| Search I| Clear | Basic Search B save Search Criteria

300

b

View Al First ‘U 1zefs Last
Business Unit  Invoice  Invoice Type Bill Type Identifier Bill Status Bill Source Customer Contract Bills in Buginess Unit Template Invoice Flag
|50100 FEDOD1663 Regular  FED Ready FED 0000055002 (plank) 50100 No |
50100 FEDOD1G52 Regular  FED New Bill FED 0000055002 {plank) 50100 No
50100 FEDDD1653 Regular FED Mew Bill FED 0000135945 (blank) 50100 Mo
50100 FEDODOG42 Regular  FED Canceled FED 0000055002 (blank) 50100 No
50100 FEDOOOA3S Regular  FED Canceled FED 0000055002 (blank) 50100 No
50100 FEDODO484 Regular  FED Canceled FED 0000055002 (plank) 50100 No
50100 FEDOOO361 Regular  FED Canceled FED 0000055001 (blank) 50100 No
50100 FEDDDDD36 Regular FED Canceled FED 0000055002 (blank) 50100 Mo
22. Click the Find an Existing Value tab.
23. Business Unit: 50100
24. Invoice (update the selection drop-down to begins with): FED
25. Bill Status: Ready to Invoice
26. Click the Search button. The Search Results display below the search criteria.
27. Click the hyperlink for the bill you need to process.
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Favoriies = Main Menu - > Biling+ > MaintainBills~ > Standard Billing
| Mg
Header - Info 1 Line - Info 1
Unit 50100 Invoice FEDOD1663 I Pretax Amt 4,646,891.22 USDI
Status |RDY Q. Invoice Date El Cycle ID|FEDERAL &}
“Type|FED aQ Source FED Q, "Freque\ncyI 5]
*Customer 0000055002 Q - View Activity SubCust1 SubCust2
FEDERAL HIGHWAY ADMIMNISTRATION
*Invoice Form LANDSCAPE Q From Date El To Date El
Accounting Date £ Pay Terms NET30 aQ Pay Method [ Check v
Remit To|REMIT a, Bank Account VDOT Q
Sales |GOVT [} Bill Inquiry Phone Q
Credit| CREDIT [} Collector COL3 aQ,
Billing Specialist [} Billing Authority aQ,
Go fo: Header Info 2 Address Copy Address
Motes Express Entry Attachments Page Series
Summary Bill Search Line Search Navigation | Header - Info 1 v Prev  Next
Return to Billing
HlSave ||[@ Return to Search +=] Nextin List (=] Notify || &% Refresh Es Add

28. The Standard Billing page, Header - Info 1 tab displays.

29. Verify the bill amount in the Pretax Amt field to ensure this invoice is the one created from
processing the Billing Worksheet.
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Finalize and Print the Bill

1.

2.

3.

Access the Finalize and Print Invoices page using the following path:

501 PA353: Manually Process a Federal Bill File

Main Menu > Billing > Generate Invoices > Non-Consolidated > Finalize and Print Invoices

Favorites - Main Menu =

Finalize And Print

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Run Control ID{ begins with s ||

[ case sensitive
Limit the number of results to (up to 300). 300

| Search || Clear | Basic Search [ Save Search Criteria

Search Results

View All  First ‘&' 101 ‘B Last
Run Contrel ID Language Code
nglish

> Biling~ > Generate Invoices ~ > MNon-Consolidated » > Finalize and Print Invoices

Click the Search button to display any existing run controls.
the Add a New Value tab to create one.

Click the appropriate Run Control ID hyperlink.

Rev 4/7/2017
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Favorites - | Main Menu ~ > Billing~ > Generateinvoices~ > Non-Consolidated ~ > Finalize and Print Invoices
Finalize and Print || Print Opfions
Run Control ID Test Report Manager Process Monitor | KU1 |
Language | English | ® specified Language ) Recipient's Language
Selection Parameters Find | View All First ‘&' 10f1 "B Last
o
Seq Nbr 1 FHE]

Invoice Date Option

® pro cessing Date

(U User Defined

RangsiSelection From Business Unit[50100 |
Oan ® invoice ID To Business Unit[50100 |G
OBl Cycle Ocustip From Invoice [FED001663
) Date Bill Added 2 Bill Type )
O Range ID O Bill Source To Invoice FEDD01663 x
O Public Voucher Number
[Slsave |[Er Returnto Search | [#3] Previous in List |[s5 Mextin List |[[= Notify | [Eh Add || Update/Display

The Finalize and Print Invoices run control page displays.

Invoice Date Option section: Verify the Processing Date radio button is selected.
Range Selection section: Verify the Invoice ID radio button is selected.

From Business Unit: 50100

To Business Unit: 50100

© © N o g &

From Invoice: Enter the number of the invoice you are processing.
10. To Invoice: Enter the number of the invoice you are processing.

11. Click the Print Options tab.
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Favorites « | Main Menu + » Billing+ » GenerateInvoices~ > Mon-Consolidated » » Finalize and Print Invoices

l Finalize and Print I Print Options |

Selection Parameters Find | View All First ‘4 10f1 ‘»/ Last

[

Seq Nbr 1
Print Invoice Sort By Summarization Options

® Country, Postal For Invoices associated with Summarization Template:
(O customer, Invoice
O Bus Unit, Invoice

O print Detail
O Print Summarized
Print Both Summarized & Detail I

*EDI Invoice Options |EDI Only ¥ Print Only Unprinted Invoices

Print Listing
*Email Invoice Options | Email Only hd
*Federal Highway File Options | File Qnly hd

|[F]save ||[ah ReturntoSearch ||| PreviousinList |[J] NextinLlist ||[=]Notify |

12. Summarization Options section:
13. Verify the Print Both Summarized & Detail radio button is selected.
14. Click the Finalize and Print tab.
Favorites = | Main Menu > Biling~ > Generate Invoices~ » MNon-Consolidated ~ >  Finalize and Print Invoices
| Finalize and Print | PErint Options |
Run Control ID Test Report Manager FProcess Monitor
Language:  specified Language ) Recipient's Language
Selection Parameters Find | View All First '4' 10f1 '*' Last
SeqNbr 1 =l
Invoice Date Option
®) processing Date
) user Defined
EangeSeecion From Business Unit[50100 |Q,
Oau ® invoice ID To Business Unit[50100 |Q
O e cycie Ocustio From Invoice [FED001663
) Date Bill Added O Bill Type )
'®) Range ID O Bill Source To Invoice |[FED001663
C Public Voucher Number
|[E]save ||[gh ReturntoSearch ||+ Previousin List ||45] MextinList ||[=] Nofify | |EL Add || 5
15. Click the Run button.
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T T
Process Scheduler Request %
Help
I User ID PPS_MARCY.JOMNES Run Control ID Test
Server Name v| Run Date [02/23/2017 ]
Recuence Run Time [32211PM | Resetto Current Date/Time
Time Zone Q
Process List
Select Descripticn Process Name Process Type *Type *Format Distribution
IQ} Pre-process & Finalization I BINCO00 Application Engine |Web v| |T)<T v| Distribution
0  Finalize and Print BIJOB01 PsJob [(None) ~][(Mane) | Distribution
O Print Invoice w/SQR BIPJ10 PSJob |(N0ne} v| |(N0ne) v| Distribution
M O  Print XMLP PSAD3 Invoice BIFJ100 PsJob [(None) ] [(Mane) | Distribution
i O Print Partrait Invoice w/SQR BIPJ11 PSJob |(N0ne} v| |(N0ne) v| Distribution
[0  Print Grants Invoice w/SQR BIPJZD PsJob [(None) ] [(Mane) | Distribution
O] Print SF1080/31 Invoice w/SQR BIPJ30 PSJob [(None) ] [(None) | Distribution
O Print Invoice wixML Publisher BIPJE0 PSJob |(N0ne} v| |(N0ne} v| Distribution
g O] Print XMLP PSICA Invoice BIPJ5S PSJob [(None) ] [(None) | Distribution
Il O Print XMLP 1034/35 Invoice BIPJGO PSJob |(N0ne} v| |(N0ne} v| Distribution
O] Print XMLP Summ. Invoice BIPJ&S PSJob [(None) | [(Mone) | Distribution
O Print XMLP Invoice BIPJTS PSJob |(N0ne} v| |(N0ne} v| Distribution
] Print XMLP PSIPC Invoice BIPJB0 PSJob [(None) | [(Mone) | Distribution
O Print XMLP PS/OM Invoice BIPJBS PSJob |(N0ne} v| |(N0ne} v| Distribution
O] Print XMLP PSAD1 Invoice BIPJSO PSJob [(None) | [iMone) | Distribution
O Print XMLP PSAD2 Invoice BIPJ95 PSJob |(N0ne} v| |(N0ne} v| Distribution

| ox || canca |

.:E|

16. The Process Scheduler Request pop-up window displays.
17. Click the Pre-process & Finalization check box.
18. Click the OK button.
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Favoriies - Main Menu > Billing~ » GenerateInvoices~ » Mon-Consolidated ~ » Finalize and Print Invoices

Finalize and Print Print Options

Run Control ID Test Repart Manzager . Run
Language | English | ® specified Language ) Recipient's Language
IPrncess Instance:4239153 I
Selection Parameters Find | View All First ‘&' 10of1 & Last
A=
Seq Nbr 1 ==

Invoice Date Option

® processing Date
(O user Defined

RangefSelection From Business Unit[50100 |@,

Oan ® Invoice ID To Business Unit 50100 |
O gill Cycle OcustiD From Invoice [FED001663
O Date Bill Added O Bill Type

(' Range ID O Bill Source To Invoice [FEDDD1663

(O Public Voucher Number

19. The Finalize and Print Invoices run control page and a Process Instance number displays.
20. Note the Process Instance number.
21. Click the Process Monitor hyperlink.
Favorites « | Main Menu - > Billlng~ > GenerateInvoices ~ > Non-Consolidated » > Finalize and Print Invoices > Process Monitor
Process List
View Process Request For
User ID|PPS_MARCY.J|Q |  Type | w|[Last ] 20| [Days v . Refresh
Server ~ Name Q Instance to
Run Status Distribution Status Save On Refresh
Process List Personalize | Find | View Al | B3] [ Firgt ‘4 1of1 &) Last
Select Instance Seq. Process Type :;:’:“ User Run DateTime Run Status g'i;:m':uiion Details
4230153 Application Engine BINVCODD PPS_MARCY.JONES 02/23/2017 3:23-11PM EST
22. The Process List page displays.
23. User ID: Verify your Cardinal Login ID displays in the field. If not, enter your Cardinal Login ID.
24. Click the Refresh button until the Run Status updates to Success and the Distribution Status
updates to Posted.
25. Click the Details hyperlink on the line that contains your Process Instance.
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Il Process Detall X
I Help
bl | Process
Instance 4238153 Type Application Engine
Name BINCO00 Description Pre-process & Finalization
Run 5fatus Success Distribution 5tatus Posted
Run Update Process
Run Control ID Test Hold Request
Location Server Queue Request

Server PSUNX2 Cancel Request

Delete Request

Recurrence Re-send Content Restart Request
Date/Time Actions
Request Created On 02/22/2017 3:24:35PM EST Parameters Transfer
Run Anytime After 02/23/2017 3:23:11PM EST View Locks
Began Process At 02/23/2017 3:24:3TFM EST Batch Timings
Ended Process At 02/23/2017 3:24:58PM EST YWiew Log/Trace
| ok || Cancel |

e

26. The Process Detail pop-up window displays.

27. Click the Message Log hyperlink.
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Message Log
Il | Process
" Instance: 4239153 Type: Application Engine
Name: BIMNCO00 Description: Pre-process & Finalization
Personalize | Find | view Al | &2 | & First ‘4’ 160f6 '»' Last
14 Severity Log Time Mezzage Text Explain
10 3:24:58PM 1 bill{s) were selected for processing. Explain
10 3:24:58PM 0 bill{s) were found fo contain error(s). | Explain
& 10 324:50PM |1 pill{s) were processed suu:u:essful]y.l | Explain
10 3:24:59FPM Total amount processed] 4646321.22 in USﬂ | Explain
Fublished message with ID 265d82e2-fal&-11e6-acb7- X
. j:l-
¥ F2500PM o 7teco8 to create entry in folder GENERAL. | EXpiain
ey Successfully posted generated files to the report )
F
R 3:25:00PM repository | Explain
| Retum

.:El

Help

28. The Message Log pop-up window displays.

29. Verify your bill was processed successfully and that the Total amount processed matches your
invoice total.

30. Click the Return button. The Process Detail pop-up displays.

31. Click the OK button. The Process Monitor page is displayed.
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Create Federal Highway File
Access the Create Federal Highway File page using the following path:

1.
Main Menu > Billing > Generate Invoices > Utilities > Federal Highway Billing > Create

Federal Highway File

Favorites + | Main Menu ~ > Biling~ > Generate Invoices v > Utilities + > Federal Highway Billing ~ > Create Federal Highway File

Create Federal Highway File
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a New Value

Search Criteria

Search by: Run Control 1D begins with ||

[ case Sensitive
Limit the number of results to (up to 300): (300

| Search Adwvanced Search

Search Results

View All  First ‘4 1oi1 B Last
Run Control ID Language Code

2.  Click the Search button to display any existing run controls.
the Add a New Value tab to create one.

If you do not have a run control, click

3.  Click the Run Control ID hyperlink.
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Favorites = | Main Menu - > Billing= =

Create Federal Highway File

Run Control ID Test

Run Parameters

Generate Invoices » > Utiliies » » Federal Highway Billing = > Create Federal Highway File

Report Manager Process Monitor

*Business Unit 50100 |

*Customer D000055002

Target Payment Date [02/22/2017

| &Final Run indicator |

Q
B

Bill Status

Finalized

New
Ready

Pending Ho

[GlSave ||[ah Return to Search | |[Z] Notify

Temporary
Temporary Ready

Id

Es Add

£ Update/Display

The Create Federal Highway File
Business Unit: 50100
Customer: 0000055002

Target Payment Date: Enter your

© N o o &

Invoiced check box is selected.

run control page displays.

target payment date.

Click the Final Run Indicator checkbox. Allfields in the Bill Status section are grayed out and the

Note: If you are processing a test run of a Temporary Bill (unapproved billing worksheet) or test

run of a billing adjustment, see the

Create Federal Highway File — Test Run Parameters section

of this job aid for screenshots of the run control parameters. All other steps are the same.

Click the Run button.
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1 Tl
Il Process Scheduler Request %
- Help
&
I User ID DENETTA.COLES Run Control ID Test
Server Name Run Date [12/23/2017 x |[E]
Recurrence Run Time [3:53:08PM | Resetto Current DaiefTime |
Time Zone e}
Process List
Select Description Process Name Process Type *Type *Format Distribution
™| Create Federal Highway File BI_FFEXT Application Engine | Web v| | TXT ~| Distribution
|
—
I oK I| Cancel |
i

10. The Process Scheduler Request pop-up window displays.
11. Click the OK button.

Favorites + | Main Menu - > Biling~ > Generate Invoices ~ > Utilities » > Federal Highway Billing ~ > Create Federal Highway File

Create Federal Highway File

Run Control ID Test ReportManager | Process Monitor] £ Run

|Process Instance: 4233164

Run Parameters

*Business Unit 50100 |3 Final Run Indicator
*Customer |0000055002 (&'}
Target Payment Date |02/22/2017 Ei,'l
Bill Status
| Invoiced Mew Temporary
Finalized Ready Temporary Ready
Pending Hold
|[f]save ||[ah Returnto Search | |[=] Notify | |Es acd || B Update/Display

12. The Create Federal Highway File Run Control page and a Process Instance number displays.

13. Note the Process Instance number. Click the Process Monitor hyperlink.
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14.
15.
16.

17.
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Favorites ~ Main Menu

. Process List .

View Process Request For

> Billing= > Generate Invoices » > Udilities = > Federal Highway Billing » > Create Federal Highway File B

Process Monitor

I User ID|PENETTA.Ci % QI Type | ~][Last v] 1] [Days v] || Refresh |I
server[ V| Name Q  Instance to
Run Status Distribution Status Save On Refresh
Process List Personalize | Find | View Al | & | [ First ‘& 1-20f2 */ Last
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status Igti:{:'gution Details
4239164 Application Engine BI_FFEXT DENETTA.COLES 02/23/2017 3:53:08PM EST I Success I IPosted I IDetaiIs I
4239149 Application Engine BI_WRKSHTUPD DENETTA.COLES 02/23/2017 11:21:46AM EST Success Posted Details

The Process List page displays.

User ID: Verify your Cardinal Login ID displays in the field. If not, enter your Cardinal Login ID.

Click the Refresh button until the Run Status updates to Success and the Distribution Status

updates to Posted.

Click the Details hyperlink on the line that contains your Process Instance.

Process Detail

bl | Process
Instance 4239164 Type Application Engine
Name BI_FFEXT Description Create Federal Highway Fila
Run Status Success Distribution Status Posted
Run Update Process

Run Control ID Test Hold Request

Location Server Queue Request
Cancel Request

.. Delete Request

Server PSUNX2

Help

Began Process At 02/23/2017 3:55:08PM EST
Ended Process At 02/23/2017 3:55:14PM EST

| ok || cancel |

R
ecurrence Re-send Content Restart Request
Date/Time Actions
Request Created On 02/23/2017 3.55.07PM EST Parametars Transfer
Run Anytime After 02/22/2017 3:53:08PM EST View Locks

i

Batch Timings

View Log/Trace

18. The Process Detail pop-up window displays.

19.

Click the Message Log hyperlink.
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Project Accounting Job Aid

501 PA353: Manually Process a Federal Bill File

ro-TEamT

Message Log
Il | pProcess
R Instance: 4239164 Type: Application Engine
un
MName: BlI_FFEXT Description: Create Federal Highway File
Personalize | Find | View All | (2] | [ First ‘4’ 1.50f5 "*' Last
pn ¢ Severity Log Time Mezzage Text Explain
10 3:B510FPM Bl_FFEXT: Federal Highway Exiract Process Started. ¢ Explain
e BI_FFEXT: 75 Total rows] $46462391.22) Total Amount X
l:l —_— -
o 10 3:55:13PM ] | Explain
EE- BI_FFEXT: Federal Highway Extract Process -
|:I — -
10 365:13PM Completed. | Explain
e Fublished message with ID 5fo69dbe-fala-11ed-ach7- —
SRR 48c70bec 1036 to create entry in folder GENERAL, | EXPlain
Req
EE- Successfully posted generated files to the report —
. 3:55:14PM repository | Explain
|| Return

L

Help

The Message Log pop-up window displays.

Verify the Total Amount processed to ensure it matches your invoice amount.

Click the Return button. The Process Detail pop-up displays.
Click the OK button. The Process Monitor page is displayed.
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Create Federal Highway File — Test Run Parameters

501 PA353: Manually Process a Federal Bill File

If you are processing a test run of a Temporary Bill (i.e., unapproved Billing Worksheet) or test run of
a Billing Adjustment, use the run control parameters displayed below. All other steps are the same as

noted in the previous section of this job aid.

Test Run of a Temporary Bill (Unapproved Billing Worksheet)

Favorites + | Main Menu - > Biling~ > Generate Invoices » > Utilities » > Federal Highway Billing = > Create Federal Highway File
Create Federal Highway File
Run Control ID t Report Manager Process Monitor | Run |
Run Parameters
“Business Unit|50100 | Q) I Final Run Indicator
*Customer 0000055002 &}
Target Payment Date |02/22/2017 E!'J
Bill Status
[ invoiced [ new [ Temporary
I Finalized O Ready I;K}Temporary Ready
|:|Pending [ THold
|Glsave ||[ah Return to Search ] Previous in List Mext in List [=] Motify E} Add & Update/Display

Use these parameters on the Create Federal Highway File run control page when you need to do a test

run of a Temporary Bill (i.e., unapproved Billing Worksheet).
1. Run Parameters section:

a Business Unit: 50100
b. Customer: 0000055002

Target Payment Date: Enter you targeted payment date.

o

In the Bill Status section:

o

i. Temporary: Checked
i. Temporary Ready: Checked
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Test Run of Billing Adjustment

501 PA353: Manually Process a Federal Bill File

Favorites = | Main Menu +

Create Federal Highway File

Run Control ID t

Run Parameters

> Biling » > Generate Invoices = > Ulilities + > Federal Highway Billing ~ > Create Federal Highway File

Run

Report Manager Process Monitor

*Business Unit|50100 |,

[ Final Run Indicator

*Customer 0000055002 e}
Target Payment Date [02/22/2017 [51)
Bill Status
U invoiced O Temporary
[ Finalized ] Ready DTemporary Ready
[ pending [ Hold
.'u,!|Save 1 .L{“ Return to Search 'fu Previous in List Mext in List 'IEI Motify ' 'i:". Add | & Update/Display

Use these parameters on the Create Federal Highway File run control page when you are doing a test

run of Billing Adjustment.

2. Run Parameters section:
a. Business Unit: 50100
b.  Customer: 0000055002
c.
d.

Rev 4/7/2017

Target Payment Date: Enter your targeted payment date.

In the Bill Status section, New: Checked
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